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Introduction

BASS is a State Intranet based system accessed through your web browser. There are two ways
of accessing the system:

1. For agencies on the State Intranet

Submit an approved BASS Security Maintenance Form (Appendix A, page LI-13) to
OFM for staff who need access to the BASS systems.

Once security is established for BASS access, individual staff will be notified of their
login ID and password.

Using web browser, Internet Explorer 5.0 or 5.5, which are required, go to
http://bass.ofm.wa.gov/basspr and follow BASS login instructions beginning on
page LI-2.

2. For agencies not on the State Intranet

Submit an approved BASS Security Maintenance form (Appendix A, page LI-13) to
OFM for access to the BASS systems you need. Also, check the box on the form
that requests that State Intranet Access be added.

Once security is established for both State Intranet Access and BASS access,
individual staff will be notified of their login ID’s and passwords for both types of
access.

Using web browser, Internet Explorer 5.0 or 5.5, which is required, go to
https://services-bass.ofm.wa.gov. Follow instructions beginning on page LI-5
which include: (1) logging into the Department of Information Services Fortress
Services to get on the State Intranet and (2) logging into the BASS systems.
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Login Procedure

e Login to your web browser.

e Ifyou already have access to the State Intranet (or if you want to test if you have access to
the State Intranet), type the following in the address field of your browser:

http://bass.ofm.wa.gov/basspr and press [Enter].

o Ifyou have access to the State Intranet, the following screen will appear.

o If the State Financial Systems screen does not appear, you do not have access to the state
intranet. Turn to Page LI-5 and follow the procedure for accessing the system through the

Department of Information Services (DIS) Fortress Services.

=181 %]

; OFM Intranet Financial Systems - Microsoft Internet Explorer

J File Edit View Favorites Tools Help ﬁ
J = Back -~ = - @ ot | @Search (3] Faworites @History ||%v =8 !
J.ﬂ.ddress IE http: /ibass.ofm,wa.gow/BASSPR) j G0 |JLinks =
B
Office of Financial Management
State Financial Systems
Budget Allotment Support Systems (BASS)
Select from available
options below.
+ BASS System
[~

|@ Done ’_|_|% Internet
Hstare||| A @ 9 [ || D] e &30 Ewl &1 0] Be| 5 [[E00. 3] RMEGDSER T s

e Click on the Bass System link.
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« The following System Login screen will appear.

T I R S

. ] Ehar;e F'a.s..sword :
stem Login
[ The BASS teamis pléasea to announce the release of the Budg.et De.veic.).pmeﬁt S“y.stem.(BD.S). Click HEEE to find more information. - 4/28/00. . |
. The BAZS team iz pleased to announce the release of the Capital Budgeting System (CB3). - 4724000, ) .
System Login

| Enter your system login id: R

! Enter vour password:

: Login | Reset % :

- - The BASS projecthas adopted:
R - Microsoft Interhet Explorer50 Sl
- as the standard web browser for system access, -
e o Click-here fordetaliss ne e s

e Ifyou wish to view the latest BASS information, click on the Here link at the top of the
screen. To return to the System Login screen from the message screen, click on the
Previous button.

e On the System Login screen above, place your cursor in the system login id box and click.

e Type in your BASS system login id (which has been assigned by OFM). Tab to the
password box and type in your password. (In this area the login id and password are not
case sensitive.)

e Then, click on the Login button. (Do not press [Enter]. This may cause the login id and
password to be cleared from the screen.)

e Ifyou need to change your password, click on the Change Password button in the System
Login Bar near the top of the screen to access the Change Password Screen.

e Ifyou have difficulty logging in on System Login screen, click on the Help button then the
General & Contact Info book.
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After completing your login, the BASS Main Menu screen will appear.

3 Systems Menu - Microsoft Internet Explorer i - e f == =]
| Fie Edt View Favoies Took Help ;
<= Back - @ i) @Search @Favnrites @Hislnw | %v b B - s |
Address |@ hitp: #/ofmsws28/bassqa/menu/menu. asp j 6} Go || Links @ Dev @ Alpha @ BETA [Off) @ BETA [on] @ Frod @ Library @ Archives @ Lizt bgmt |

[EET R Budgetand Allstment Support System

Main Menu

Loy "_'.Sf.ouu'vé heen a_l'l't.h;Jrié_ed.tp‘-use_fhe\foﬁ_o‘i&pg sys't'e:n\ls. :

Pt i i Fkade

: R'(:eieasjé:.l';!ata-t:o OFM : . :

N : | Budget Reportmg Systm(VRS) : 3
B“dgetDevdopmmt Systm ;

 Capital Budgeting System

Agency A(_tcéss 'Rgpoi'_ts_ : :._ ;

LR R

|

@ ; 3 Luca‘l i;lllanel.
il Start|| | & =3 [ || [ Inbos - .. | BDSBasi...‘ @Hummig,...| &]15yste... 2] Search... | \{Paintsh...| E}AdobeA...| G20 &y 6 <f &)@l 1031 AM
e Icons will appear for the systems and features you are authorized to use.

e Current options include:

Performance Measure Tracking and Estimate System

Release Data to OFM

Budget Reporting System (formerly the Version Reporting System)
Budget Development System

Capital Budgeting System

Agency Access Reports

AUTO

Note:  The selections that appear on this screen will vary depending on whether
the user has security for them.

e Click on your selection.

e End of Login Procedure for those with access to the State Intranet.
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Login Procedure for Users of Department of Information

Systems - Fortress Services

e Login to the World Wide Web with your web browser.

e In the address field of your browser, type the following:

https://services-bass.ofm.wa.gov

and press [Enter].

e Select Yes if the following dialog box appears.

Security Alert

|nfarmation you exchange with thiz zite cannot be viewed or
changed by others. However, there is a problem with the site's
zecurty certificate.

a The zecurty certificate is from a trusted certifying authonty.

a The securty certificate date iz valid.

The name on the gecunty certificate does nat match the
narmne of the site.

Do you want to proceed?

Tez

A  Miew Certificate |

x|

e The following User Name and Password dialog box will appear on your screen.
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; blankpg - Microzoft Internet Explorer

J File Edit Yew Go Favortes Help |
2 — ="
& . 0.0 S 8 @ ¥ 5 =
Back Eerinard Stop Refrezh Home Search  Fawvortes  Historp  Channels | Fullzcreen Print Edit
J Address I@ https: Mzervices-bazs. ofmowa. gow/ j
Enter Metwork Password EaE
Please enter your authentication information, oK. |
Cancel |
Rezource: OFH Internet Financial S erver
Uzer name: I
Pazzword, I
[T Save this password in your password list

e In the User Name Field, enter your Fortress login id (which has been assigned by OFM in
upper case) and password. In this area, the login id and password are case sensitive. Your
login id and original password were set up in upper case.

e Click on the OK button.

If you have difficulty logging in on this screen, phone the Department of Information Services
Help Desk at (360) 753-2454 and say that you’re having trouble logging in to the Fortress
Services. If you need help with your login ID and/or password, contact the BASS HELP LINE
at (360) 725-5278.

You may receive this security alert message. To prevent further showing of this message click in
the box and select Yes.
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After completing your login, the following screen will appear:

/3 OFM Intranet Financial Systems - Microsoft Internet Explorer =1&lx]
J File Edit ‘“ew Favorites Tools Help ﬁ
J Back - = - (@) fat | Qsearch  [ElFavortes S History ||%v =8
Jnddress I@ https: | services-bass, ofm.wa.gov/basspr! j Ract |J Lirks **
=
[ ] L
Office of Financial Management
State Financial Systems
Budget Allotment Support Systems (BASS)
Select from available
options below.
+ BASS System
=
|&] pane |_|—é_|Q Inkernet
il start |J ] & 7 |J Olinb. . | hrum...| EJwh.., | Micr...l Elogi.. | mr1c...| Bess...| svst...|[Elorm.. | R G DEEDE sz

e Click on the BASS System link.
e Ifyou need to change your Password for the Fortress, go to
https://wws2.wa.gov/change password.

In this area, the login id and password are case sensitive. Your login id and original

password were set up in uppercase. When changing your password be aware of the
case you use for your new password.
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https://wws2.wa.gov/change_password

When you click on the BASS System link the following System Login screen will appear.

43 Budget and Allotment Support System Login - Microsoft Internet Explorer =l =]

J File Edit ‘“ew Favorites Tools Help ﬁ

J GBack - = - (@D i | Qhsearch [GgFavorites  #History | - S -

J.C\ddress I@ https: jfservices-bass, ofm.wa.gov/basspr{login/login. asp j @Go |J Links **
- . Budget and Allotment Support System B

Change Password

f System Login

; | BASE 15 now avalable. Chick HEEE for more nformation on system changes. - 7501

‘ MNew BAZS Help Line Number 360 725-5278

System Login : :
| Enter your system loginid: |

L.

: Enter your password:
|
tha Resetl

SRR Privac_:g. Hotice +

.. The BASS project has adopted
. Microsoft Internet Explorer5.0 : TR
- asthe standard web browser far system access. 0 0
DS “Clickchere for details. - el

|€5DHE' e LR T R B0 A NS ,__ré_la.m_terge_t
i start |J T & =3 |J Olnb. . | hrum...| Elwh.., | Micr...l &logi... | &ar1c...| Bess...| Lsvst...|[E]pud.. | RREGDGERE  szrem

e Ifyou wish to view the latest information click on Here link at the top of the screen. To
return to the System Login screen from the message screen, click on the Previous button.

e On the System Login screen above, place your cursor in the system login id box and click.

e Type in your BASS system login id (which has been assigned by OFM). Tab to the
password box and type in your password. (In this area the login id and password are not
case sensitive.)

e Then, click on the Login button. (Do not press [Enter]. This may cause the login id and
password to be cleared from the screen.)

e Ifyouneed to change your password, click on the Change Password button in the System
Login Bar near the top of the screen to access the Change Password Screen.

e Ifyou have difficulty logging in on System Login screen, click on the Help button then the
General & Contact Info book.
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After completing your login, the BASS Main Menu screen will appear.

3 Systems Menu - Microsoft Internet Explorer

File Edit “iew Fawvortes Tools Help ; e
| s Back - 2D ot | A Search (G Favortes % Histay [ EN- S 1 =
Address |@ https:/fservices-bass. ofm wa.gov/basspr/menus/menu. asp j 6} Go Links @ Dew @ Alpha @ BETA [OFf] @ BETA [on) @ Frod @ Library @ Archives @ List Mgmt

OEES !  Budgetand Allstment SupportSystem

Main Menu

You've been authorized to use the fo]l'oi;iri;lg systé,ms. R .

Performance Méa_sufg..Trackfng'- aj_ld E_sﬁma_té System e

: R'eleasﬁé.I.)a_ta to OFL\'I ] LR g

B

% _Budgé_t .Rep.ii_ri.:ih_g. System(VRS) N

i |m
T

BPS Extract

)

; --Bl'_x_dggt .Dev_elb'prr__lén_t S_y'st'&r_. L

: Agency Access Rgpoi'_ts

i
i
i

- AUTO

@] Done 2 @ Internet
i Start | & 5 ] || [&] Inbo - Microsaft Dutioak ‘ ] Lagin2 - Micrasoft word | 2 Rummig, Vicki - Micmsoft...| & Systems Menu - Micr... (e E <+ B .10 éB AM
e Icons will appear for the systems and features you are authorized to use.

e Current options include:

Performance Measure Tracking and Estimate System
Release Data to OFM

Budget Reporting System (formerly Version Reporting System)
Budget Development System

Capital Budgeting System

Agency Access Reports

AUTO

Note: The selections that appear on this screen will vary depending on whether the
user has security for them.

e Click on your selection.

e End of Login Procedure for those using the Fortress Services.
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APPENDIX A

Security Forms
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State of Washington
Office of Financial Management
Accounting and Administrative Services Division
Statewide Financial Systems

AGENCY SECURITY ADMINISTRATOR AND ALTERNATE(S)
FOR OFM PRODUCTS: APS, BPS1, BPS2, AND BASS

AGENCY #:

AGENCY NAME:

ADD UPDATE DELETE

The following individuals are designated as Agency Security Administrators for the financial systems indicated
below. They are authorized to approve APS/BPS and BASS security Maintenance forms for this agency.

PRIMARY: Signature

Printed Name Phone #
ALTERNATE: Signature

Printed Name Phone #
ALTERNATE: Signature

Printed Name Phone #

Check the financial systems this form applies to:
APS (Allotment Preparation System)
BPS1 (Budget Preparation System 1)
BPS2 (Budget Preparation System 2)
BASS (Budget Allotment Support System)

APPROVAL OF AGENCY DIRECTOR OR DESIGNEE:

Signature Date
Printed Name Phone Number
Title Mail Stop
Send original form to: Financial Systems Security Administrator
OFM Accounting & Administrative Services Division
PO Box 43113

Olympia, WA 98504-3113
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State of Washington
Office of Financial Management
Accounting and Administrative Services Division
Statewide Financial Systems

BUDGET AND ALLOTMENT SUPPORT SYSTEM (BASS)

SECURITY MAINTENANCE
Leave shaded areas blank
Security Level Action
Select Systems: Budget Edit Read Add Delete
Ops Access Only Access Access

Performance Measure Tracking Estimates System (PMTES)

Automated Upload Transaction Option (AUTO)

Budget Reporting System (BRS) (formerly VRS)

BPS1 Extract

Budget Development System (BDS)

Capital Budgeting System (CBS)

Data Release to OFM:

(] PMTES [l BDS [] CBS

State Intranet Access (if you can access swfs.ofm.wa.gov,
you have access).

User Identification:

LogintD:** [ | [ | [ | [ [ [ [ [ [ ||

** First five characters are agency code (3), sub-agency code (1) and reserved for future use (1) (default to 0). (eg. 10500 is
OFM)

Next eight characters at agency discretion with first three characters required (local area network ID is recommended).

Agency Code #: ’ o ‘ o ‘ o ’ o ’ Agency Name:

User Name:

Telephone: ( ) FAX: ( )

E-Mail Address:

Requested by: Date (mm/dd/yy):  / /

Telephone #: ( ) Effective Date (mm/dd/yy): / /

Approval (REQUIRED):
Approval Signature:

Approval Name (please print):

Telephone #: () Date (mm/dd/yy): / /
Send original form to: Financial Systems Security Administrator
OFM Accounting & Administrative Services Division
PO Box 43113

Olympia, WA 98504-3113
For prompt service, FAX form to (360) 586-3964. Please also send the original form.

(OFM USE ONLY)
Product Manager Approval: Date:

User record entered by: Date:

Version 2.1 Final April 2002 LI-14




